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NOTICE 982 OF 2009

DEPARTMENT OF BASIC EDUCATION

Call for comment on the Learner Attendance Policy and Procedures, 2009

I, Angelina Matsie Motshekga, Minister of Basic Education, after consulting with the Council of

Education Ministers, hereby publish the draft Policy in the Schedule for comment.

All interested persons and organisations are invited to comment on the draft Policy in writing

and to direct their comments to:·

The Director-General, Private Bag X895, Pretoria, 0001, for attention: Ms R Pillay, tel. 012312

5942, emailpillay.r@doe.gov.za, fax 012 312 5908, or Mr VL Rikhotso, tel. 012 312 5930,

email rikhotso.v@doe.gov.za, fax 012 312 5902.

Kindly provide the name, address, telephone and fax number and email address of the person or

organisation submitting the comments.

The comments should reach the Department within 21 days of the publication of this notice.

Angie Motshekga, MP

Minister of Basic Education

Date:
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DEFINITIONS AND ACRONYMS

In this policy, unless the context otherwise indicates, the following definitions

apply-

'Absent' means a learner is not in 'class or is not !i1f1#~1:'
when a class or period register is marked; \\i~~l*

'Actual school days' means thenum4~
the number of school closure days in that gu

the registe jn which the particulars of every learner
\.~·~~~ft·

.?h:. re rec,?Jd'6d;
k:r})'"

'Abscond' means to skip a period or school activity or leave the school during a

school day without permission from the principal;

". "/;1.:"> -:~

'Admission' means admission 0;' !,~r...by a princip~J~\tO a school, and

'enrolment' has the same meanin~fL''';,,;~;~S~:~' ).i"
\':t ~::~v'

",~.",...... :!:::;

'CI~7~~~ans a gr~~p of learners who are under the administrative supervision of
~~.~~.~,;:,~ A;:~~'

a class teac "
"0)

'Class registration period' means a period on a school timetable not exceeding ten

minutes when the class register is marked;

3

'Class register' means a daily register of learner attendance and absence, which is

maintained manually and may also be computer generated;

ORIG\NAL DOCUMENT
RECOMMENDED BY DOG

2009 -06- 1 7
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'Class teacher' means an educator assigned by the principal to have

administrative responsibility for a class for a school year;

NO.32414 9

'Computer generated learner attendance register' means a daily register of learner

attendance maintained on SA-SAMS or a compatible computer-based school

information management system;

'Continuous absence' means absence of a learner fro

consecutive school days without valid reason;

'De-registration' means the cancellation

daily attendance register as provided in

.g a person who is appointed to exclusively

ho teaches, educates or trains other persons or

ucational services, including professional therapy

ogical services, at a school;

ans admission of a learner by a principal to a grade in a school,

and 'admission' has the same meaning.

'Failure to take up a school place' means absence of a learner from a school

without valid reason for ten consecutive school days after having been admitted to

the school;

ORIGINAL DOCUMEN I

RECOMMENDED BY DOG

© Department ofEducation, 2009
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'Grade head' means an educator assigned by the principal to have administrative

responsibility for a grade;

'Head of Department' means head of a Provincial Education Department;

'HEDCOM' means Heads of Education Departments Committee;

ational activity involving

"fovincial Education Department;

'Other school-wide educational ac

'Leamer absentee day' means a school day on which

class register as absent for the whole or part of the , y

..,~~t~~:\,>
'Multi-grade class' means a class whose I 'fuers are in differentt

'",.
are taught in the same classroom at th time' ',,\. 'A,i.j:r,~,>

"", "
,.<%'t"

'NEPA' means National Educ~~J9~Policy Act, B):~~i'J~ct27 of 1996);
\:;,:'""::,'~"" ....\~: ..~.(.

'Period' means period in a school timetable designated for instruction in a subject

or learning area, or for class registration.

'Period register' means an official PED document used by a school to monitor the

attendance or absence of each learne . n d;
\ {H~IGI A.
; RSCOMMENDED BY DOG

© Department ofEducation, 2009 L009 -06" 17 5
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'Principal' means an educator appointed or acting as head of a school;

'XCL' means Representative Council of Learners;

'Regular teaching' means teaching in a class or subject or learning area group that

takes place in a school's usual facilities;

of 1996);

,ses;

ional, cultI1ra};l!re'creational or social
;;:1'\)"

'SASA' means the South African Schools Act, 1996

'SA-SAMS' means South African School Adlllini'§tration aiManagement
,{,?~N!YGJi:dk: ',., ."'..1

e hours in a day specified on the school timetable when a

uired to be in a school for purposes of instruction;

System;

'School' means public school;

'School activity' means an offici' ,
l;!~\

activity of a school within or outsi~f,
'\~H',

'School year eans the dates in a calendar year, specified by a Head of

Department, on which a school is officially open to learners for teaching or a

school activity;

'Senior teacher' is a Post Level I teacher with the ability to give guidance to less

experienced teachers as envisaged in Collective Agreement No.4 of2003 of the

Education Labour Relations Council.

ORIGiNAL DOCUMENT
RECOMMENDED BY DOG
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12 No.32414 GOVERNMENT GAZETTE, 17 JULY 2009

'SGB' means school governing body;

'SMT' means school management team;

'Teacher' means an educator who teaches a subject or learning area;

,. earner from

class teacher for no

,~, first term of the

Study at home by a grade 12 learner

school for purposes of'ip:n;paring for the .

examinations; ~~~~;E~t~~;;:
Suspension by the SGB; ~.", ,

(a)

(b)

(c)

o the Department of Education's Measuresfor

and ,.' anagement ofLearner Pregnancy (2007), the

evant poll~Yofthe PED and written confirmation by a registered
", fii}'

rri 'ctitioner or registered midwife;

(e) Relig~~ s or cultural observances approved by the PED or the principal in
"

terms of this policy;

(f) Death of a family member;

(g) Appointment at court, social services or other official agency, for which a

principal may require documentary proof;

(h) Acts of nature outside human control; or

'Temporary class register' means a register maintained by

more than ten consecutive school days from the first d
.t~f

school year.

~~$~R":
'Valid reason' means any of the followin$;%,gason~ for absence

,1'1"';" '\
school- "",,;,,~; . ',\, \ ""

'~';:~ _ ,.i~~lf'~

stJ'dy period d~~ignated by a

ORIGINAL DOCUMENT
RECOMMENDED BY DOG
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(i) Exceptional circumstances for which, in the view of the principal, a

temporary absence from school -

(i) would be in the best interest of the learner; or

(ii) was unavoidable.

NO.32414 13
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PART A: POLICY

1. INTRODUCTION

Importance of regular school attendance

,,9tually and regularly;

,tiring the school day towards every

'ools have a culture ofpunctual and regular learner attendance.
-0/.":.:"

Our goal mdst be to enhance such a culture in all public schools. This will be

achieved if:

(b)

(c)

l. Enrolment and regular attendance by learners at s

educated nation. It is desirable that every learn~, ,their age, should

attend punctually and regularly once they,;~Len.rbHedin a'·
/{":"r/'

at least five reasons to insist on punct~~i'and re ular attendan

(a) Each school has a duty to protect e
education; ""

\~:~)""":"i;., ::
Enrolment in a school pljffc~$Jl learner unde" obligation to attend

'i~~~~~~::~:f~~r.{1:~ ,_,
punctually and regularly auring',hool day,,: ess there is a valid

'l,~h }~~.:;..,.". ~i-:!'

reason for absence' ~}\'::.:j;:D,~:~1ir!:':o,, ·\'~ta::·~;F
!,,'

B's code of conduct for learners includes

2.

(I) Principals, teachers and district officials show zero tolerance for absences

from school without valid reason;

ORIGINAL OOCUMENT
RECOMMENCED BY DOG

9
© Department ofEducation, 2009
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(2) Schools adopt an attendance policy and SMTs, teachers and SGBs explain

attendance rules to parents and win their support for enforcing them;

(3) Schools reduce the alienation of learners and encourage regular attendance

by creating a supportive and safe school environment, inclusive and

relevant curricula, good teaching and a disciplined and purposeful school

and

;'-':-:"',',',;"'Y,
\',';;;"',,1

\"',':':'?'i'",

epartmeni~'rIris€ public awareness of
.;;.I,jiJ!

9;1 ~ttendance, which will help

poli'2}!:"i~"~o-
4""

ctual and regular attendance at public schools; and

lie schools and PEDs with the necessary procedures to

ethos;

provincial or non-governmenta

youth welfare;

<,t:~l~~~~ii".
,:'::'

,/';i~,~

(4) Schools curb absence without valid reasoI),diy"gl. .
~}~:

who frequently abscond or are absent ithdut vali

prompt follow up with parents an

(5)

4. The policy provides a common terminology and national norms and standards

for recording and monitoring learner attendance and absence. It will therefore

ensure that all public school learners are treated equitably in this respect and

enable comparable attendance and absence data to be accurately recorded and

ORIGINAL DOCUMENT
RECOMMENDED BY DOG
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16 No.32414 GOVERNMENT GAZETTE, 17 JULY 2009

analysed by school, district and province. Data on learner absences are an

important indicator ofefficiency in the school system.

fNEPA

epublic of South Africa.

'\!{~~~:It>.
The policy includes the proce~f,

instructions.

5. Accurate daily learner absence records will enable principals and teachers to

safeguard the best educational interests oflearners by monitoring absences and

taking appropriate action. Regular summaries of learner absences will enable

district offices, PED head offices and the DoE to track

respond appropriately.

7.

Ie the meaning ascribed to them in the Definitions

"a conflict of interpretation the meaning ofa term in

Scope and application of policy

'5~~;(;:~i~11~;~;);~f!!~
8. The poIic*(~pplies to~~1 public sch

~4.:t:,'::;.;~~.~). F-" '{

Interpretation of ;~:h.

Delegation of p

10. A MEC or Head of Department may delegate any function envisaged in this

policy in terms of the powers of delegation vested in them by section 62 of

SASA.

©DepartmentofEducation,2009
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I I. Subject to sections 16A and 62 of SASA a principal may delegate a function

envisaged in this policy to a member of the SMT, a grade head or a senior

teacher.

2. PROMOTION, RECORDING AND MONITORING OF
LEARNER ATTENDANCE

.,..(»-,. ::4.
<;S;ii·"y,,",,, ':~.. ::):f;~\"

12. A learner has a responsibility to attend. ,chool punctually and'!:r~
,,,,::-

government depends on parents; sc Bs, SN1.Ts and teache, d PEDs
". ,/1\}},'J;;~u~\. _ j;:'';.

to play their parts in ensuring that learners''qpdetstand and acceptthis

Learners' responsibilities

examinations have ended.

ke study l~~ve to prepare for the National Senior
, -\D>c~;r't'\c

corda "'with a PED attendance policy. They

o the development and application of school policy on

Grade 1

(b) learners about their rights and responsibilities pertaining to

school attendance;

(c) encourage learners to practise punctual and regular attendance; and

(d) assist in monitoring learner attendance,

responsibility and derive beQefi~ from their sc!16o ·,experience.

13. Except for grade 12 learners, a

©DepanUnenfofEducation,2009
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18 No.32414 GOVERNMENT GAZETTE, 17 JULY 2009

Parents' responsibilities

15. Parliament has placed a legal duty on parents of children in the compulsory

school-going age bracket to ensure that their children attend school unless they

have been exempted by the Head of Department (SASA, sections 3 and 4).

:'cfolon

eher in accordance with

t valid reason the parent is expected to

"11g the problem.

16. All parents of learners who have been admitted to a school are expected to

encourage in their children, whatever their ages, hahi p nctual and regular

attendance at school and to ensure that they atte~ on time for the whole
.;$<j'

school day unless there is a valid reason f0k:~~s~~ce.
j;:,."~.''''~,

17. Parents are strongly discouraged fro

family holidays during term time.

18. Parents are expected to infor

school attendance policy ifthei

Hi'
20. The choQ{:'community, led by the SGB and SMT, is responsible for

',:"!,, ;,:,j!}t~}o.~:-(!(:.{~:;-~''-

promoting'~:i1J'monitoring school attendance, in order to give learners the best

chance of benefiting from their school experience.

21. A school must monitor learner attendance in a manner that is consistent with

this policy, any PED policy on learner attendance and the school's learner

attendance policy.

© Department ofEducation, 2009
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22. Marking the register may have legal implications for the school and must

therefore be done legibly and accurately. If a register shows that a learner is

present, the school has a duty of care towards the learner for the duration of the

school day. The Courts have held that a duty of care requires a school to

minimise the risk of harm to a learner and take active steps to ensure, so far as

is reasonably possible, that harm to a learner is prevented.

SGB responsibilities

rage parents to monitor their children's attendance
.dO'

':'fincipalor class teacher promptly if there are

23. SASA requires each SGB to adopt a code ofc~<" uct arners. The code
'~"" ",\c. "

"must be aimed at establishing a disciplil)l?,if'ang purposefu
,,<i'~

environment, dedicated to the improy,'~i;' ality of
<,'

the learning process" (SASA, section 8 "'

attendance must be part of the code, suppo parents, and enforced by the

SMT, grade heads, class te~b'lj'~~!1d all otherY~dGcators.
;:":::,

'~~;2"

24. SGBs are expected to take an ad\y 'e"rate of attendance of learners

in their schrequest th~:principal to provide detailed information on

s andlii'oblems.

26. A school's SMT led by the principal is responsible for developing the culture

of punctual and regular attendance at school. The adoption of a school

attendance policy is a management responsibility of the SMT led by the

principal, and must involve consultation with the teaching and support staff, the

learners (through the RCL where applicable) and parents through the SGB. The

ORIGINALDOCUMENT
RECOMMENDED BY DOG
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20 No. 32414 GOVERNMENT GAZETTE, 17 JULY 2009

school attendance policy must be consistent with this policy and any similar

policy of the PED. It will-

(a) reflect and reinforce the school's ethos and values and support the

school's mission and curriculum;

.. 'hat class registers and period registers

nitored and stored. In schools with

".2.$~,~,!ems like SA-SAMS the principal is responsible
'\~/(:' ~...'

ectroQlc registers are properly maintained and backed up,

de in accordance with this policy.

promote awareness in the school community that absence without

valid reason is unacceptable and will be followed up promptly;

encourage co-operation with parents and learne in curbing if not

eradicating absence without valid reason;

take account of the social circumstanc~.~;:~ chool community,
~\;; .. ,'\.

especially factors like travellingc~~:!t~~b",to SChdb~~ealth and safety

concerns, cultural and religio ,'ligations; "

specify how the parent, the"

with each other if a learner is abs
"~ ~~\~):~.;!Si,~\

specify that learnefss , ut not grade 12i(1~i;lrners for whom provision is
\'," ''(' /\.

made at paragraph t' licy) must (I" on all school days

including examination\~.?y when a school is officially
't!h,

closedL:::..;"
r~~::;j~'?

~1;

(b)

(c)

(d)

(e)

(f)

ras a particular duty, on the advice of a class teacher, to contact and

counsel the parent of a learner who is repeatedly absent from school without

valid reason.

29. A principal must monitor and analyse learners' attendance rates by grade and

make a quarterly report to the SGB, with proposals for attending to any

problems that have emerged.

,- ORIGtNAL. DOCUMENT
RECOMMENDED BY DOG
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Class teachers' responsibilities

30. Class teachers are responsible for compiling and marking class registers at the

appointed time or times on each school day, maintaining them accurately and

submitting them to the school office on time in the manner prescribed by this

policy.

by this policy.

ly through its district offices, has the responsibility to

"and regular learner attendance by -

(a) raisi j'~;lic awareness of the educational and social importance of

ata learner is absent without valid

31. A class teacher who has reason to believe that a lea

reason must make every reasonable effort to COl}yfC ounsel the parent of
4"1"

the learner and request the leamer's return tosclipol in
.~

policy.

Teachers' responsibilities

32. Teachers have the responsibl" So mark periodi~~gi;sters,maintain them

e manner prescribed

<<?"
regular school attendance;

(b) providing schools with the means to maintain accurate learner attendance

records, and monitoring compliance;

(c)

(d)

requiring schools to enforce their learner codes of conduct in respect of

punctual and regular attendance (SA SA, section 8);

assisting SMTs to adopt and enforce school attendance policies;

--oRIG\NAL DocUMENT
RECOMMENDED BY DOG

16
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school be closed for a specified

•. 'ttfficient official c ass registers,

\~~~~~~!~

(e) ensuring that parents of compulsory school age children meet their legal

responsibilities (SASA, sections 3 and 4);

(f) ensuring that authorised district office staff check schools' attendance

registers whenever they visit a school;

(g) supporting schools where there is chronic learner absenteeism without

valid reasons;

(h) ensuring that summaries of learner attendance are

terms ofthis policy; and

(i)

(f)

35. A PED must supply each school on time w

period registers and quartet'[
\,

36. An Head of Department may, a

ORIGINAL DOCUMENT
RECOMMENDED BY DOG
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PARTB:PROCEDURES

3. PROCEDURES FOR RECORDING, MONITORING AND
REPORTING LEARNER ATTENDANCE

No.32414 23

Registers

37. Registers are official documents of the Pr.ovinq!~JIE . n Department. The
<;:"~*~

following registers will be used in accord/;~~i;~lith this p '" .•
,4J1x./' - '-ri.~,

(a) class register (which includes a teJil'porary register):'

class teacher; and

(b)

Safe-keeping and archiving

"~h,_ A··"

ible for the 'safe-keeping"
\11[:; ·f!!

ecurely in {lit principal's office when not in use.

a ,~I;ri~11~~registers must be taken to the principal

• ep each class register securely for at least three years from

-:;/;
41. A principal must keep each temporary class register securely for one year

before they may be destroyed.

42. A class teacher must keep sick notes and other documents in support of learner

absences, including records of telephone conversations, in the learner's profile.

© Department ofEducation, 20M
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Class registration period

43. A principal must designate on the school timetable a daily registration period of

no more than ten minutes to enable a class teacher to mark the class register. A

class registration period may be in the morning session or in both morning and

afternoon sessions.

e Head of Department or the principal

surname;

school year;

(i)

(ii)

(iii)

(iv)

(v

(b) records the following information

class-

44. A principal must ensure that a class register - .
/,':.. "..,

(a) is maintained by a class teacher in t;,):'~ry'ictass on eaclH~gbool day of the
AJ-" ~

'\, fiI'

. he class regis . .rnust '0'inpiled and marked in accordance with the
(~~J4:;:(h), ~~~~'~'l0 ~
11\~,r.lJctions in S~~;~dule . The exception method IS to be used. Only learner

'<. I"J",absen.· ~ust by'iecorded using the codes provided.

Class register

~~~;{;i;'

46. The class register must be marked on all days that the school is open for

instruction, including sports days, excursion days and examination days.

47. To mark a day when a school is closed by direction of the Head of Department

a class teacher must rule a vertical line through the column for that day, writing

the reason for closure in the column in capital letters, for example "FLOOD".

ORIGINAL DOCUMENT
RECOMMENDED BY DOG
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48. Learners who do not attend school on examination days or after an examination

period, must be marked absent, including grade 12 learners who are given leave

to be absent while preparing for or after writing their end ofyear National

Senior Certificate examinations.

\'~'/:'-' -.
ust maintain the atten

~dJ!:;;,r-",;,(·;;",,>'l

,MIaccordance with this policy.

49. A Head of Department must ensure that every school is provided with

sufficient official class registers.

50. A principal of a school that enters lea

administration system such as SA-S

registers and monitor attendance and absen

,/

Schools with electronic administration system~r"
'~ ~-

1l1to record daily learner

ation syst:~.ona monthly basis for use by the class
l~~~;rr.~

(a)

ata on the class registers are submitted at

,&1 office for capturing on the electronic system;

rd copy of the electronic record of the class register is

thly for the previous month, signed and filed for audit

51. A principal -

(d) muste sure that quarterly attendance summaries are generated.

Temporary class register

52. A principal may direct class teachers to compile and mark temporary class

registers for a period not longer than ten consecutive school days from the

beginning of the first term while class lists are being finalized.

ORIGINAL OOCUMENT
RECOMMENOeO BY DOG
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53. A temporary class register is an official document and must be maintained in

the same manner as a class register in terms of this policy.

54. When the ten day lifespan of a temporary register has elapsed the class teacher

must copy the learners' attendance records into the permanent class register,

but the records oflearners who were de-registered because they failed to attend

may be omitted.

Period register

£:;>::,.
55. A teacher maintains a period register in or$llef"to,monitor Ie

("ip
• 4"1f~:'

in particular to check on learners wh.P,(~bscond.
(11~~......:sJ

56.

during the school day.
"
'~ij,

\{"
\,;:I';

57. A PED may dire hat a period r~ every period ofevery

school day where su ';,direction is not given a principal must
,"N" \;~~~:

ensure tfiai"':~riod re""m'ster is marke'~l~Vleast once a month in each period

.scho '~;itJ:i'i'~rincipal. If a school experiences a
:i;:;',~,ir" •

r abscondment the principal must direct that the

re frequently.

(a) ,countersign each period register when it has been properly

completed by a teacher; and

(b) make period registers availabl e to a district official when requested.

59. A Head of Department must ensure that every school is provided with

sufficient official period registers.
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Monitoring and following up learner attendance

1'from school or a class

er' s absenc~"js not valid the principal must -

the importance of regular attendance for

, duty to attend punctually and regularly in terms of

ofcompulsory school going age, inform the parent of the

ences in terms of section 3 of SASA if the learner's absence

identify learners who have a .

and make an appropriate follo

(a)

60. If a learner is absent without explanation the class teacher concerned must ~s

soon as possible make a reasonable effort to contact the parent by whatever

means is suitable to the circumstances of the school and the family concerned.

First day contact, if circumstances permit, will demonstrate the school's

concern for the welfare of the learner.

61. If a learner is absent without explanation on thr~~> 0· .
.~:t',1i-'

class teacher concerned must inform the pri i~{L and t,.

contact the parent by whatever means ppropriate and in

reasons for absence.

(d) request the learner's return to school.

64. Despite the intervention of the principal if a learner persists in being absent

without valid reason the learner must be charged with breach of the school's

code of conduct for learners.

© Department ofEducation, 2009
ZDD9 '"06- 2 7 22
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65. A record of all communication with a parent must be made and kept in the

learner's profile.

De-registration

arner is ab, ' from school for ten consecutive school days a principal
t';!'

reasopableattempts to ascertain from the leamer's parent whether
"r{)
s'been withdrawn from the school. If the learner has been

withdrawrior if no valid reason for absence is given, or ifthe principal is

unable to make contact with the parent or the learner the principal must de­

register the learner on grounds of 'continuous absence' and the district manager

must be notified.

66. A principal may de-register a learner for one of the following reasons-

(a) Failure to take up a school place;

(b) Exemption from attendance by the Head of Dep

(c) Expulsion from school by the Head ofDep

(d) Transfer to another school;
/~':~';~!. _:~

(e) Continuous absence for a period o~,t,ei'rscfiool days wt '
"";.'

(f) Notification by the parent that).:=trner w' I not return to

school; or "i;~C~;;':t:.
(g) Death. "1(\'

67. Ifa learner is absent without v c ten co~~ecutive school days after

admission to tlJl.f;;s9!lppl, a princ;~~i~ti~~ rna asonable attempts to ascertain
/. : 1~:"'''''''''':~}' ',A'4 C;;;'. i!ll:~r

,h er's pri;'~' t or from df" earner, ~hether the learner is attending

unable to make contact with the

69. When a principal de-registers a learner the principal must -

ORH:;lt..lAL OOCUMENT
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(a) inform the parent and class teacher in writing of the date and reason for

the learner's de-registration; and

(b) inform the District office in writing if the learner is of compulsory school

going age and the reason for de-registration is (a), (e), (f) or (g) under

paragraph 66.

ol-wide educational activity and

e ProvinciajE~~£ati~9n Department. The
';'i~~l!~;~!I;ri;it"

e with thiS"p'"olicy -
. .1"

ar which a principal is

dance return (for which a district manager is

uallearner attendance return (for which a Head of

(a)

(b)

70. A class teacher who has been informed by the principal

de-registered must record this according to the instru

learner who has been de-registered is later re-acinl
. ~.F

teacher must make a new entry for the learner af"the end
~~;;tit;~;';:'~'l(:~\,,~. v,

class register. .'.'"

Returns

School quarterly Ie",. ner attendance return

72. Not later than a week after the beginning of a new term a principal must

compile, verify and sign a quarterly school attendance return for the previous

quarter according to the template provided in Schedule 4 and submit the return

to the district office.

© Department ofEducation, 2009
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School quarterly return of other school-wide educational activity and school closure

73. Not later than a week after the beginning of a new term a principal must

compile, verify and sign a quarterly return ofother school-wide educational

activity and school closure for the previous quarter according to the template

provided in Schedule 5 and submit the return to the district office.

~!~"
74. The return is in two parts. The first part records the ~oer"lrof school days on

which school-wide educational activity (other t r teaching) took place.

The second part records the number of 'sch ' that is days on

which a school was closed by direction~: e ead ofDepa t. The number
4'*'

ofofficial school days in the quart~nc(~q¢9rding f ')less the

number of school closure days gives th~1~,
the quarter.

District quarterly learner attendance ,. r
'1ll"

~"\~~\
ks after the ',.:' d ofeverfschool term a district manager

'\~.
sign a quart~rJ~.district attendance return according to

the template p 5"aWci submit the return to the PED head
~~,,~ ~;i··

A~~~t~} ~.
Provine" r,~,!Inuallearn"'e~:~ttend~cereturn

:~" \i?f~:: <

[~~t!

rhan ei~'Ht weeks after the end ofevery school year a Head of
:.'. /:1:~~>,f

Departme 1]:5t compile, verify and sign an annual provincial attendance

return acc&ding to the template provided in Schedule 6 and submit the return

to the DoE.
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4. SCHEDULES

77. The following schedules are part of this policy. They are provided for the

guidance of PEDs and may be adapted to suit the needs of a province so long as

the required information is recorded in the registers and submitted in the returns

school closure

I. Class register

2. Period register

3. Summary register by grade

4. School quarterly learner attendance r~tJi~, 0',(;;,
4~i('- ~''<' ";~~i~J;~)~~

5. School quarterly return of other .,. l-wide educationalac"vit and

6. District quarterly learner attendance re .
(, ',' ·~':t{C;~'

7. Provincial annuallea~;!'::;"c ttendance returri:"

© Department ofEducation, 2009
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NAME OF SCHOOL:------------
NAME OF CLASS TEACHER: _

GRADE & CLASS:------------
ROOM NUMBER: _
YEAR: _

PROVINCIAL LOGO

ORIGINAL DOCUMENT
RECOMMENDED BYDOG

Co)
,j:lo

z
?
(,)
I\)

"""....
.j:l.

o
o
<m
IIz
s::
mz
-I
o
~

9
m
....
-..j

c...
c
!<
I\)
oo
(0

1U09 -u&- Z. 7



INSTRUCTIONS

1. Responsibility. The register is an official document which may be used in legal

proceedings. The principal of the school is responsible for its safety. The register must be

managed as follows:

1.1 Daily management. The register must be kept safely by the class teacher and

locked up by the principal at the end of each school day.

1.2 Archiving. The principal must keep the register securely for at least three years

after the last entry has been made.

1.3 Inspection. The principal must produce the register for inspection if requested by

a duly authorised official of the Provincial Education Department or the national

Department of Education, or by a duly authorised judicial officer.

1.4 Compilation and marking. The class teacher is responsible for compiling and

marking the register in a professional manner. The class teacher must mark the

register during the designated class registration period (or periods) each school

day. A learner may not mark the register.

1.5 Additions and alterations. Additions and alterations must be made only by the

class teacher. An error must be crossed out neatly so that the underlying text is

legible and an alteration must be written clearly and initialled and dated.

Correcting fluid may not be used.

2. Compiling the register. The register must be compiled as follows:

2.1 Gender. In a co-educational school, list boys and girls on separate pages, first

boys then girls. Write 'Boys' or 'Girls' in the space provided at the top of the page.

2.2 Multi-grade class. In a class with more than one grade, a separate class register

may be used for each grade.

2.3 Grade & Class. Example: 'Grade 6B'.

2.4 Quarter ending. Insert date of last day of current quarter.

2.5 No. Give each learner a number starting with 1.

2.6 Surname/First name. List the leamers' names in alphabetical order by surname.

NB: If a class teacher cannot accommodate the names of ail learners on the

register, a second register may be used.

2.7 Admission No. Insert the admission number.

2.8 Week ending. Insert the date of the last school day of the week.

2.9 Learners' biographical details. This section is optional and is for use by the

school for administrative and management purposes. Schools are free to add

additional columns.

2.10 New learner. The name of a learner who is admitted after the register has

been compiled must be entered at the end of the class list. Rule a horizontal line in

the row across the days that the learner has not attended. Write N in the square

for the learner's first day of attendance.

2.11 De-registered learner. Write 0 in the square for the day that a learner is

de-registered. Rule a horizontal line in the row from the following school day until

the end of the quarter. A de-registered learner who is re-admitted during the same

school term must be treated as a new learner and the class teacher must make a

note to that effect against the original entry.

3. Marking the register. The register must be marked as follows:

3.1 Mark only learners who are absent. A blank square indicates 'Present', except

on a new learner's first day, when N must be written in the square.

3.2 Absent code. If the register is marked once a day, write a single a in the centre of

the square. If the register is marked twice a day, write a morning a in the top left

corner and an afternoon a in the bottom right corner.

3.3 Closure of school. If the school is officially closed on a school day. write the

reason in bold capital letters in the column for the day (for example, Public

holiday, religious holiday).

4. Daily summary. The class teacher must each day compile a daily summary at the bottom

of the page as follows:

4.1 Number of learners absent. Add the column for the number of learners absent

on that day and insert the sum in the correct square. If the register is marked twice

a day, add only whole day absences.

4.2 Number of learners enrolled. Insert the number of enrolled learners listed on the

___........".~~--=p::a::g;:;e7..T;;h;is~nu;:,m~b"",er will remain the same from day to day except when a new

'* mliOINA\. D&0WMRNjmilleJr a learner is de-registered.
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5. Quarterly summary. At the end of each quarter the class teacher must compile a quarterly

summary by filling in the last column of the register as follows:

5.1 Days absent per learner. For each learner add horizontally the number of days

absent in the term and insert the sum in the correct square in the last column. If

the register is marked twice a day. add only whole day absences.

5.2 Total number of learner absentee days. Insert the total of all the figures in

correct square in the last column.

5.3 Class teacher's signature. When the quarterly summary has been completed the

class teacher must sign the register.
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Boys or Girls:

ADMISSION
NO I NUMBER

4

6

7
8

9

10
11
12

13
14

15

16
17
18
19
20
21

22
23

24
25

26
27

28

29
30
31
32

33
34
35
36
37
38

SURNAME

--WEEK. ENDING:

1-
WEEK. ENOING:

;-,.;... ,~;:""_;,, <'," _,; ',0 ',~

. ", '"

FIRST NAME TIF!MITIWITIF

Grade& Class:
- "\WEEkENDING:

'~' L~~: ¥~~J~;~" ;~ ~.( ~ ... ;-,~ _, .~~
, ",,'-':( ". -:'"A c\-

M- I T I WIT

~'\'--WEEK,ENDING:

-'
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NO I MtkT.I·,W' I ,T, I F I MIT I W:I T I F I MIT I W I'T I F

WEEK ENDING:." .

2

3

, -~'

WEEK ENDING: WEEK ENDING:
Quarter Ending:

WE~K E~,DUi,JG: ./ <i,~~E,~~~~IN~,~!,;
·:"I~'. ~ ~l" :'/¥:.1::,:~.~.;.'.;, - '. ~,-,.>'~;~~:.

'Nth I WiT I.FI;M,h I WI T I'F

"
WEE!< ENDING: WEEK ENDING: WEEK ENDING: DAYS

ABSENT
PER I,

MIT I W F LEARNER NO

w
co

z
9
w
II:)
~....
~

4 3

5
6

7

8
9

10
11

4

5
6
7
8
9

10

12
13
14

15
16
17
18
19
20
21

22
Z3
24
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32 31
33 32
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).il:t (~1 <;,."",1 "",

/b<"';,:t:~WI~

I....39
40

--~-;~'Ej
CLASS TEACHER'S SIGNATURE: _
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LEARNERS' BIOGRAPHICAL DETAILS

NO I
,', DOB

SURNAME FIRST NAME
(vY-MM- CONTACT NUMBER ,','

DO)'

1
Tel Cell

2

3
4

5
6

7

8
9
10

11
12
13
14

15

16
17
18

19
20
21
22

23
24

25
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2

3
4

5

6
7

8

9
10
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34
35
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38
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40

'<:, "'I'BOTHfATHER :::: ~ARENTS
DECEASED* "DECEASED*

REPEATER:" I.: :=~~~~~~,:I ::.~~~~Ad~:.::::\::~~t~~~ <::;'.1"
I' I "rNO

•
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* If applicable, insert Y
Social Grant: Means a child support grant, a care dependency grant, a
**Insert code: [l] Afrikaans, [2J English, [3) IsiNdebele, [4J Sepedi, [5J

R~~~G~~~~~~g~~~~G
oster child grant, a disability grant, an 41der person's grant, a war veteran's grant and a grant-in aid.
iSwat!, [6J XZ1)091sflZJ Zs,ivenda, [8J Sktswana, [9J IslXhosa, [10) IsiZulu, [11) Sesotho, [12J,South African Sign Language
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DATE: _

SIGNATURE OFTEACHER: _
SIGNATURE OF PRINCIPAL: _

~Od I 2F 3 4 5 61 7 8 9 10
Subject

Grade & Class

Number of Boys

learners Girls
Absent Total

Number of Boys

learners IGirls
Enrolled I

Total

Names of Absent
learners
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DATE: _

SIGNATURE OF TEACHER: _
SIGNATURE OF PRINCIPAL: _

Period 1 2 3 4 5 6 7 8 9 11
Subject

Grade & Class

Number of Boys
Learners Girls
Absent

Total

Number of Boys

learners Girls
Enrolled

Total

Names of Absent
Learners

:
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Working document for school use only

CLASS NUM BEROF LEARNER ABSENTEE DAYS (taken from the ENROLMENT ON LAST DAY OF THE

class register) QUARTER

Boys Girls Total Boys Girls Total

TOTAL

FOR THE

GRADE

NAME OF COMPILER: _
SIGNATURE: _
DATE: _

.'~l.'
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DISTRICT
EMISNUMBER
NAME OF SCHOOL
NAME OF PRINCIPAL
SIGNATURE OF PRINCIPAL
ACTUAL NUMBER OF SCHOOL DAYS FOR THE QUARTER
QUARTER ENDING
DATE

GRADE NUMBEROFLEARNER ABSENTEE DAYS ENROLMENT ON LAST DAYOF THEQUARTER
BOYS GIRLS TOTAL BOYS GIRLS TOTAL

R
1
2
3
4
5
6
7
8
9
10
11
12
TOTAL

Calculation of learner absentee rate and learner attendance rates are as follows:

Learner absentee rate = Total number of absentee days X 100 %

Total enrolment X actual number of school days for the quarter

Learner attendance rate = 100 - Learner absentee rate %

Learner absentee rate
Learner attendance rate

PROVINCIAL lOGO
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DISTRICT

EMIS NUMBER
NAME OF SCHOOL
NAME OF PRINCIPAL
SIGNATURE OF PRINCIPAL

QUARTER ENDING
DATE

A. OTHER SCHOOL-WIDE EDUCATIONAL ACTIVITY DAYS

NO. OTHER SCHOOL-WIDE
ACTIVITY EDUCATIONAL ACTIVITY

DAYS
School excursion
Music festival
Sports
Examinations
Other (specify) ..•......•.....••.....
Total

Note: 'Other school-wide educational activity' means an educational activity involving the whole school
other than regular teaching.

B. SCHOOL CLOSURE DAYS

REASON NO. SCHOOL CLOSURE DAYS
Inclement weather

Natural disaster

Religious holiday
Transport problem

Industrial action

Other (specify) ••.•.....•....•....•.
Total

Note: 'School closure' means closure of a school during the school year for a specified period of time by direction of
the HoD.

No. of official school days in quarter (as per school calendar)

Less total no. school closure days in quarter

No. actuaI~c:hooldays in quarter

ORIGINAL DOCUMENT
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QUARTER ENDING: _
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NO. NAMEOF SCHOOL i'SNUMBER ACTUAL NUMBER OF LEARNER ABSENTEE ENROLMENT ONTHE LAST DAY OF
NUMBER DAYS THE QUARTER
OF SCHOOL BOYS GIRLS TOTAL BOYS GIRLS TOTAL
DAYS

TOTAL

AVERAGE NUMBER OF SCHOOL DAYS

Calculation of learner absentee rate and learner attendance rates are as follows:
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Learner absentee rate = Total number of learner absentee days X100
Total enrolment Xaverage number of school days

%

Learner attendance rate = 100- Learner absentee rate %

learner absentee rate
I ""'rn"r attendance rate
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This is a sampletemplate and can be modified by the province
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QUARTER 1 ENDING:

NUMBER OFSCHOOLS DAYS:
ENROLMENT NUMBER OFLEARNER ABSENTEE DAYS

NO. DISTRICT BOYS GIRLS TOTAL BOYS GIRLS TOTAL
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Calculation of learner absentee rate and learner attendance rates are as follows:
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Learner absentee rate :: Number of absentee days X 100
Enrolment X number of school days

Learner attendance rate = 100 - Learner absentee rate %

Learner absentee rate
Learner attendance rate
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QUARTER 2 ENDING:

NUMBER OF SCHOOLS DAYS:
ENROLMENT NUMBER OFLEARNER ABSENTEE DAYSf---------

NO. DISTRICT BOYS GIRLS TOTAL BOYS GIRLS TOTAL
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TOTAL

Calculation of learner absentee rate and learner attendance rates are as follows:
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Learner absentee rate = Number of absentee days X 100 %
Enrolment X number of school days

Learner attendance rate = 100 - Learner absentee rate %

learner absentee rate
learner attendance rate
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QUARTER 3 ENDING:

NUMBER OF SCHOOlS DAYS:
ENROlMENT NUMBER OFLEARNER ABSENTEE DAYS

NO. DISTRICT BOYS GIRLS TOTAL BOYS GIRLS TOTAL
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Calculation of learner absentee rate and learner attendance rates are as follows:
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Learner absentee rate = Number of absentee days X 100
Enrolment X number of school days
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QUARTER 4 ENDING:

NUMBER OF SCHOOLS DAYS:
ENROLMENT NUMBER OFLEARNER ABSENTEE DAYSNO. DISTRICT BOYS GIRLS TOTAL BOYS GIRLS TOTAL
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TOTAL

.Calculation of learner absentee rate and learner attendance rates are as follows:

(f)

~
~
(f)

8
m
JJ»z
.-1...
-..I
t..
C
C
m
II:)
oo
<D

Learner absentee rate = Number of absentee days X 100 %
Enrolment X number of school days

Learner attendance rate = 100 - Learner absentee rate %

Learner absentee rate
Learner attendance rate
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Calculation of learner absentee rate and learner attendance rates are as follows:

ANNUALRETURN

NUMBER
Year:

OF
SCHOOL ENROlMENT ON LAST DAYOF QUARTER NUMBER OF LEARNER ABSENTEE DAYS

QUARTER DAYS BOYS GIRLS TOTAL BOYS GIRLS TOTAL
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Learner absentee rate = Number of absentee days X 100
Enrolment X number of school days
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Learner attendance rate = 100 - Learner absentee rate %

learner absentee rate
learner attendance rate
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